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Administrative Services Division
HUMAN RESOURCES VOLUNTEER

Direct Employment Opportunity


Recruitment Number:  13 ADM HR VOL
Classification: Volunteer 

Location:  Tumwater, WA
Posting Date:  January 24, 2013
Closing Date:  Open until filled


Come and gain on-the-job experience volunteering as part of a professional Human Resource team!

AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Legacy Program and the Combine Fund Drive.  For more information about what we do, visit our website at:  www.sos.wa.gov.

POSITION SUMMARY
Are you looking for a learning opportunity to gain hands-on human resource experience?  
The Human Resources Office of the Secretary of State, located in Tumwater, is currently seeking to fill a volunteer position.  By working as a volunteer, you will have the opportunity to gain valuable experience working with a professional Human Resources team in a busy office.  We need a volunteer who is willing to maintain a consistent work schedule in order to complete the tasks at hand and be available to work approximately 8 hours a week.

We are specifically seeking someone to assist with the following duties:

· Create and maintain human resource related files

· Collate new employee orientation and training packets

· Use scanning software to create electronic documents

· Process, sort and save email and employment application attachments

· Create and update records in multiple database environments

· Assist with records retention projects as needed

DESIRABLE QUALIFICATIONS

· High school diploma or GED
· Ability to work effectively as part of a team

· Ability to maintain a high level of accuracy and confidentiality
· Office /clerical experience including filing, copying and collating documents

· Experience using Microsoft Outlook to sort and process emails

· Experience performing basic functions using Microsoft Word, Excel and Access 

· Ability to move and maneuver objects weighing up to 40 lbs with or without reasonable accommodation
TRAINING PROVIDED
As a volunteer with the human resources office, you will have the following training opportunities: 

· Mentoring in a human resource environment

· Exposure to state and agency personnel policies and procedures

· Training in the use of Excel, Access and web-based databases

· Training in the use of other human resources tracking and filing systems
APPLICATION PROCESS

To be considered for this position, please submit the follow information:

1. A letter of interest indicating your availability and why you would like to be considered for this volunteer position 
2. Three references with contact information, including a statement from you granting permission to contact them
3. A completed employment application form, available at: http://www.sos.wa.gov/_assets/office/OSOSEmploymentApplication.doc 
4. Voluntary completion of the applicant profile data form is appreciated.  This form is available at: http://www.sos.wa.gov/office/docs/ApplicantProfileDataForm.doc
Submit electronically to: Recruitment@sos.wa.gov  indicating 13 ADM HR VOL in the subject line.  Alternatively, you may submit your materials via US Mail to: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504, or fax to: (360) 236-5075.  For questions, contact the recruiter by phone at (360) 236-5073, or by email at Recruitment@sos.wa.gov 
The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if selected.

The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
